ETD Program
The Electronic Thesis and Dissertation Program (ETD) is a project sponsored by the Monticello Library Project, a division of Southeastern Universities Research Association, Inc. (SURA). Virginia Polytechnic Institute and State University (Virginia Tech) took the lead in development of the ETD and was the first university to make the submission of theses and dissertations mandatory. West Virginia University, as of August 15, 1998 , became the second university in the world to require the electronic submission of theses and dissertations.
ETD Program Goals
1. Graduate students learn about electronic publishing and digital libraries, applying that knowledge as they engage in their research, build and submit their own ETD, 2. Universities learn about digital libraries as they collect, catalog, archive, and make ETDs accessible to scholars worldwide, 3. Universities in the Southeast and beyond learn how to unlock the potential of their intellectual property and research productivity, 4. Graduate education improves through more effective sharing, 5. Universities demonstrate the high caliber of research and education occurring on the university campus, 6. Technology is more fully utilized and knowledge sharing speeds up as graduate research results become more readily and more completely available, and 7. Universities control costs formerly associated with the production and traditional library storage of theses and dissertations.
NDLTD Program Goals
West Virginia University is a member university of the Networked Digital Library of Theses and Dissertations(NDLTD). Program objectives are to:
• Improve graduate education by allowing students to produce electronic documents, use digital libraries, and understand issues in publishing, • Increase the availability of student research for scholars and to preserve it electronically, • Make submission and handling of theses and dissertations less costly and more efficient, • Empower students to convey a richer message through the use of multimedia and hypermedia technologies, • Empower universities to unlock their information sources, and • Advance digital library technology.
The UMI Connection
Bell & Howell Information and Learning Center (formerly UMI) has led the effort to archive and provide access to theses and dissertations worldwide. As with paper documents, West Virginia University will send dissertations and theses to Bell & Howell Information and Learning Center for archiving. This will provide an added level of security to ensure archival protection as the firm has a stated commitment to provide a parallel system (microfilm and digital), along with the assurance that as technology changes dictate, the ETDs will be reformatted and preserved on whatever medium is deemed appropriate according to future standards.
Introduction of the ETD Program at WVU
The Electronic Thesis and Dissertation Program was introduced to campus groups through a series of presentations, articles, discussions, resource guides, and a system demonstration.
Presentations were made to the following groups:
• 
Web Distribution
West Virginia University attorneys have determined that the administrative policy currently in place extends the right for the University to publish our students' ETDs on the Web. In other words, we will not require express permission of the students to publish their theses or dissertations on the Web. Students will have three distribution levels from which to choose.
Note: WVU only refers to access from any computer with an IP address within any of the several WVU campuses.
Note: WVU reserves the right to modify this policy at any future date. Any future policy will supersede the policies stated here. An ETD is governed by the policy in effect at the time of its final submission.
Levels of Distribution
Three levels of electronic distribution are available. Graduate students submitting their ETD may choose the level which fits their situation.
World Wide Distribution
The first option, recommended by the University and ETD Task Force, is to make the information freely available worldwide. It should be noted that this option may be viewed by some book or journal publishers as publishing the work. They may see a conflict with this level of distribution of the thesis or dissertation.
WVU Only Distribution
The second option is to make the ETD freely available only to computers at WVU campuses and as requested through our University Libraries' Interlibrary Loan (ILL) Department. West Virginia University Libraries' ILL Department will provide access via electronic or paper distribution of WVU Only ETDs. This option addresses situations such as when a book or article is planned, and the book or journal publisher is concerned that prior publishing through a digital library will negatively impact on sales. WVU only distribution will continue from year to year without special notification for a period of five years after the submission date, after which time it will revert to 'World Wide Distribution'.
Restricted Access
The third option is to embargo the thesis or dissertation.
(a) The student, with the written approval of his/her advisor, may select embargoed status for the ETD. (A student may select world or WVU only distribution without their advisor's consent.) The university ETD archivist will explain to the student the impact of embargoed status. The student will indicate the initial embargo time period up to the maximum allowed.
A student may not select embargoed status in lieu of obtaining appropriate copyright permissions, since theses and dissertations are intended to be public documents.
The university will determine, with guidance from the student and advisor, whether the embargo is for patent (or similar) purposes, and will so designate the ETD as "embargoed for patent/proprietary purposes." Otherwise, the ETD will be designated as "embargoed by personal request."
An ETD put in embargoed status will be placed on the ETD server in an encrypted form with password(s) determined by the ETD archivist. The passwords will be stored in the database in a form that is only accessible to the ETD archivist. (e) An ETD, in its entirety, will be governed by only one level of distribution at any given time. ETDs may not be subdivided with sections distributed under differing levels of distribution.
For ETDs holding the status of "embargoed by personal request,"
The student must work with the ETD archivist to submit the ETD and obtain the "read-only" password. The password will be given to the student for his/her use, whereupon the student will sign a release taking responsibility for protecting the password from misuse. Students will be free to share their ETD and password as they see appropriate. The encrypted file will be made visible to users in the same manner as WVU only access. (g) WVU will provide ETDs "embargoed by personal request" to UMI in unencrypted form. The student is responsible for specifying the embargoed status of their document to UMI by submitting a cover letter with their UMI form. UMI allows a document to be embargoed for a period of time set by the author. (h) ETDs designated as "embargoed by personal request" will be made available to non-WVU-Morgantown campus users by completing an Interlibrary Loan request at their local library to borrow the document from the University Libraries. Restrictions on usage and distribution shall follow normal copyright policy for fair use of educational materials. The ETD archivist(s), who will forward the unencrypted ETD to the Libraries for limited print distribution, will provide access to the password-protected documents. Final access is to be provided by the University Libraries as a hard copy, following the Libraries' Copy Services Policy. Normally a fee will be assessed to cover copy and service costs. WVU-Morgantown campus users should contact the ETD Archivist for access to a paper copy of the document. (i)
For ETDs "embargoed by personal request," the initial embargo period will be 3 years. Students, or their proxy, may request an extension of the status up to a maximum of 5 years within this distribution type. Students may request removal of the document from embargoed status at any time, or may designate a shorter initial embargo period. When the embargo lapses, if less than 5 years after submission, the ETD will be placed into WVU only distribution unless worldwide distribution is requested. If the document is held in the embargoed by personal request category for the full 5 years, it will be moved directly into the worldwide distribution category. At the end of 5 years from the date of submission, the document will move into the worldwide distribution category.
ETDs holding the status of "embargoed for patent/proprietary purposes," will be handled in the same manner as the paper documents were previously handled. The status of "embargoed for patent/proprietary purposes" should be only rarely used and is designed to secure the work, even disallowing access to computers at WVU. This procedure addresses situations such as when a patent application is planned or when proprietary interests are at stake. In certain cases, WVU may have rights related to intellectual property, and so does not want to release the work without its (WVU Intellectual Properties) permission. The graduate student will be asked to provide the reason this option has been selected. (j) ETDs "embargoed for patent/proprietary purposes" will be placed on the server in encrypted form, but will not be made visible. The password will not be provided to anyone. (k)
The status of "embargoed for patent/proprietary purposes" will lapse after 1 year. To extend this time period for one additional year, the student must contact the ETD archivist to obtain the extension. When the ETD is released it will move to WVU only distribution. Five years after submission the document will be moved into world wide distribution unless an exception has been granted by the ETD Archivist.
Electronic Thesis and Dissertation File Formats
Basic Considerations 1. No limits have been set for file size. If you have special file transfer needs, please contact the ETD Implementation Task Force for assistance. 2. Default extensions should be placed on submitted files to assist the document user in opening and utilizing the file. 3. Embed any special fonts you use to ensure that the individual opening the document will see the information as you intended. 4. Electronic theses and dissertations submitted electronically are expected, in most part, to retain traditional typographic conventions and thus be equivalent in many ways to their paper predecessors. 5. Graduate students may submit their thesis or dissertation with the inclusion of a wide variety of creative formats. For instance, a given project could include sound bites, video clips, animation, interactive simulations, increased graphics, or even appropriate links to other web sites. 6. We encourage graduate students to consider creating the textual part of their document in the context that it may sometimes be viewed as a stand-alone document without the supporting files and appendices. The introduction and abstract should consist of text files, which makes the context of the document very clear.
Recommended Format for the Thesis/Dissertation Body
• The Portable Document Format (. pdf) is recommended for the body of the text since it retains all formatting and graphics and may even allow for hot links and annotations. In addition, Adobe Acrobat files can be indexed and searched by keywords.
• If the Portable Document Format is not to be utilized in the main body of the thesis or dissertation, please contact the ETD Implementation Task Force or Steering Committee for further information.
General Comments regarding the Inclusion of Multimedia File Formats
1. Including complex multimedia objects in an ETD is a relatively new possibility. You are encouraged to work with those on your committee interested in this to gain their approval and assistance.
[Ultimately, the committee should check your final submission, and should be prepared and agree to do so with the multimedia part, else you may think about putting your multimedia work into some other documents (e.g., report and WWW site).] 2. It is likely that the complex multimedia objects will each reside in a different file, located in the same directory as the rest of your ETD. You may wish to insert an icon, thumbnail or smaller form of the complex multimedia object in the body of your ETD, and link to the complex multimedia object. 3. Always include the highest resolution version of your object, not just a version suitable for today's devices, since technology will improve. You can include several versions, to help those with a variety of devices, particularly if the media itself is not scaleable. For example, scan a slide at 2700 dpi, but have 640x480 and 320x240 versions as well. 4. When possible include a version using a well-accepted international standard.
Thus for video, MPEG is encouraged. If you start with QuickTime, include that, but also include MPEG if possible. 5. If you use proprietary software, include a viewer if the vendor permits, to allow readers to view your file(s) without purchasing additional software. Realize, however, that in a few years this file may not be readily usable due to changes in versions and technology.
Dynamic Addendum
1. There will be an HTML PDF directory and a secondary parallel directory that will contain the file for an addendum. The file size will be limited, possibly to 15 K. The Social Security number will be automated as the general password to the directory. 2. The purpose of the addendum file is to allow graduate students to: (a) Supply their current address and contact information, (b) Point to newer papers on the same topic, (c) Include errata information, and (d) Update links. 3. From the abstract it will be possible to link automatically in order to post to the dynamic addendum. 4. The University will retain the right to monitor and block the submission and/or release of information from this file.
Keywords
Three keyword sections will be included within the thesis/dissertation files. Two student assigned groups: keywords assigned by the graduate student and keywords from a major thesaurus for the discipline. One section will include Library of Congress Subject Headings, which will be assigned by library staff after the document's release.
WEST VIRGINIA UNIVERSITY's Electronic Thesis and Dissertation Procedures
Students are required to submit their thesis/dissertation in electronic format, for defense dates on or after August 15, 1998, unless the Provost of West Virginia University grants an exception.
The electronic copy submitted by the graduate student is considered the master copy. All other copies are derived.
Checklist for Preparing and Delivering an Electronic Thesis or Dissertation at WVU a) Student writes document,
The thesis or document will normally be typed using a standard word processing package, ( e.g. WordPerfect, Word). If you do not use either WordPerfect or Word to process your document, the ETD Implementation Task Force encourages you to visit an Academic Computing Lab early in the process to determine that the finished document will transfer easily into PDF format. Test the transfer of any special fonts or other textual features, which are not typically found in a routine text document. It is possible to embed fonts when transferring your document to PDF, so if you have problems please contact an Academic Computing Consultant for assistance.
The text of the document typically should meet normal format standards, but exceptions may be made, with the consent of the graduate committee if there is an overriding reason to vary from the normal format.
1) Organization of Manuscript
A thesis or dissertation should consist of the following parts:
• Title Page • Committee Members listing should appear on the title page.
• Keywords listing should appear on the title page.
• Notice of Copyright should appear on the title page (copyright is optional, but recommended).
• Abstract 
• URLography, if applicable* *A URLography (list of URL's and URN's used within the manuscript) should be included in the back of the ETD to provide a more complete citation for Web links included within the ETD.
• Paper Formats ONLY:
The Signature Page may appear at the end of the manuscript or in the preliminary pages, following the abstract, at the discretion of your committee. 
Student makes any required corrections in the document and converts it to an acceptable ETD format. If the body of the document is converted to a format other than PDF, the ETD Implementation Task Force should be contacted.
The body of the document should be limited to PDF, HTML, DBI, SGML or a platform independent protocol to ensure a reasonable shelf life. Students may submit in another format if they can provide evidence that the format is platform independent.
At the request of some University academic departments, a paper copy of a thesis or dissertation may still be required from the graduate student but the University will not require a paper copy for storage or archival use when an ETD is submitted.
f) Student uploads ETD using electronic submission form, (Triggers e-mail to Graduate Committee Chair, College representative, and the Libraries)
(1) Graduate Students will be allowed to submit their ETDs from any site. The Libraries will be responsible for determining if the name and Social Security number belongs to an active WVU student. Later, this is expected to be tied into the Banner system for automated checking.
(2) All files should be submitted at the same time. If one or more files are not received, the remainder of the files will be deleted and it will be necessary to resubmit all the document files. 
The library is responsible for verifying that the shuttle sheet and submission form information match.
(2) The Library will review the ETD for format and readability (including active links). Library approval will release the ETD for distribution at the appropriate release level. This process should take no longer than five working days from submission. The Library has no control over the content.
m)
Library accepts or rejects electronic version; if rejected, the student will be advised why the document was rejected and the student is responsible for revising and resubmitting the document. If accepted, the library ports the document to the WVU ETD web page,
If a student's ETD is rejected, it must be resubmitted in its entirety. A temporary copy of the rejected ETD will remain on the server for a limited time as a backup. When a dissertation /thesis is rejected by the library, the record and files will be destroyed completely. Submission forms and all files must be resubmitted. The library will keep a record stating the reason for the rejection, but the files will need to be fully rechecked because a change in one location within the document may cause other problems throughout the document.
n)
Approval by the Library is automatically reported to the graduate committee chair and graduate student, o) Library of Congress cataloging of theses and dissertations, if conducted by the Libraries, will be considered an attachment to be added later to the document file and should not delay the release of the document, p) The student will have the ability to put information into a dynamic addendum, but will not be able to change or edit the dissertation/thesis after it is submitted. The Director of the student's graduate committee can request a dissertation be changed if necessary by contacting the Library.
Electronic Thesis and Dissertation Submission Exceptions
1. A signed ETD Submission Exception Form must be submitted to the Office of the Provost to receive approval for non-electronic submission of dissertations and theses.
2. The Office of the Provost will consult with the Graduate Committee Chair for additional information on why an exception should be granted, prior to making a decision whether the exception should be granted or not. The ETD Implementation Task Force or ETD Steering Committee will act as a resource in cases where an exception is requested.
Campus Support Available to ETD Program Users
A support system has been established on campus to assist graduate students, faculty and staff in making the transition from paper submission to electronic submission of theses and dissertations.
WVU's Academic Computing Unit will provide training sessions, as well as technical support and assistance for the preparation of electronic dissertations and theses completing degree requirements at West Virginia University.
WVU Libraries have staff available to assist with formatting, filing with UMI, binding, and access questions.
The WVU ETD Implementation Task Force will be available to assist with any concerns you may have about the ETD Program at WVU.
A. Academic Computing Consultants
Technical support and assistance for the preparation of an electronic thesis or dissertation is available through 
